HOW TO WRITE A COVER LETTER AND EXAMPLE COVER LETTERS
The aim with any cover letter is to keep it brief (no more than a page).

Employers don’t have time to read every job application they receive in full so they scan them for key information. Make sure your cover letter shows how you meet the criteria for the job – this could be through your personal strengths, skills and abilities, work experience, or academic results.

When applying for a specific position, the basic format for a cover letter is:

· State that you’re applying for the job - naming both the job title (as advertised) and the company

· State why you want to work for the company - what is it about the role or the company that appeals to you? Where possible, try to show that you have some knowledge of the company and its products or services

· Highlight the skills and qualifications that you believe make you the best candidate for the job - always link these to the key requirements of the position (as stated in the position description or job ad)

· Ask for an interview. Don’t be shy – this shows you have initiative and are enthusiastic about the job 

	TIP #1
	Make sure your cover letter addresses each of the key skills and requirements of the job's position description - there's no use talking about things that your future employer isn't actually looking for!

	TIP #2
	Use your resume to back up and expand upon the key points in your cover letter

	TIP #3
	List your key selling points in bullet form to make them easy to read

	TIP #4
	A personal touch will help you stand out from other job applicants e.g. briefly explaining why you think you would fit in with the company culture, how much you like the company’s products/services, or the interest you have in the area the organisation works in


How to highlight your skills and experience:

Your cover letter should sell your key skills and experience, so make sure these things stand out. The letter needs to be brief (no longer than a page), so you'll need to write only one or two paragraphs that describe these key ‘selling points'. This might include:

· Your relevant experience specific to the job (e.g. "As you can see from my resume, I have several years of experience in both retail and administration…")

· Your key skills, qualities and abilities specific to the job (e.g. "My written and verbal communications skills are excellent and I can direct others effectively, ensuring completion of tasks on time and to budget…")

· Your relevant qualifications or training/academic track record specific to the job (e.g. "My work experience at Swish Appliances has given me a sound knowledge of maintenance of many appliances. My commitment to safety has been demonstrated at…)
 Name 
Address Suburb, 
State, Post code
 Phone Number 
Email 
Date 
Re: Job Title 
Dear X (always address the person by name if possible, rather than "Dear Sir/Madam" etc) 
Introduction - Explain why you're writing; why did the role catch your eye, and why are you interested in a new position. Be clear and concise about what attracted you. 
Body - Explain what you have to offer the employer. Show that you've truly read the role advertisement by drawing specific parallels between the requirements listed, and your own proven abilities. Don't repeat your resume parrot-fashion; Just interpret relevant pieces of it that you wish to highlight, and illustrate their relevance to the position in question. Ensure that you are supporting your statements with specific examples of achievements if possible, but keep the text reader-friendly (i.e. not too long, and split out if necessary into paragraphs or bulleted lists). 
Conclusion - Provide the practical information that the prospective employer/agent will need to know (notice period, availability for interview, and possibly a guide to salary expectations). Thank the recipient for their attention, and specify if you intend to follow up. 
Closing and signature 
· Quick-reference contact number
12 Station Street
HIGHFIELD VIC 3023
Mob: 0431 554 660
Email: jane@yahoo.com
Martin Burn
Personnel Manager
Broad and Allen
256 Little Street
HIGHFIELD VIC 3023

18 February 2007

Dear Mr Burn

I am very interested in the position of Administrative Assistant for Broad and Allen advertised in the Weekly Times on 30 January 2007.

The skills and qualifications you seek match my experience in this area:

· I spent two years as Administrative Assistant in the Prospective Students Office of Monash University and am experienced with using a number of reporting tools and databases including Excel, Access, Lotus Notes and Crystal Reports.

· I assisted the General Manager of Saturn Satellites for two years providing administrative support, diary and appointment coordination and managing all travel and accommodation bookings for his busy and fast-paced schedule.

· I confidently work alone and in teams - in both situations I always complete tasks on time and enjoy assisting others to ensure that their tasks also come in on time and on budget.

· I am currently completing a part-time (evening) diploma of Human Resources at Northern Melbourne Institute of Technology. I have used the knowledge and skills gained from subjects including Managing Staff Development and Performance Management to assist in the coordination of staff training and performance reviews.

Enclosed is my resume for your review. I believe I am an excellent candidate for this role and look forward to meeting with you to discuss this position further.

Yours sincerely,

Jane Smith
Timothy O'Neil

 37 Paramount Drive

Lawrenceville

NT 6677

(05) 555-5555
January 18, 2004



Mr. John Hogan
Main Street Manufacturing
17 Main Street
Lawrenceville, NJ 08648


Re: Machinist or Maintenance Machinist Position


Dear Mr. Hogan:

If you believe that properly maintained equipment and machinery are vital to manufacturing production deadlines, we think alike.

If you need customized parts, equipment, and machinery to meet rush orders, we should talk.

If you are looking for a dependable and conscientious machinist, maintenance machinist, or industrial machinery repairer, please consider my qualifications:

· 18 years of experience as a Machinist producing or repairing parts and equipment for major industrial manufacturers, pharmaceutical companies, and research organizations.

· Completed rush order projects on time and with quality results.

· Experienced with a wide variety of equipment, tools, fixtures, and materials, which means I can bring immediate value to your operation.

· Loyal, dedicated, and dependable hard worker.

· Quick learner with a knack for solving problems.



To help you learn more about my qualifications, I have enclosed my resume. Throughout my work history I have been successful as a machinist because I have acquired excellent skills, planned carefully for projects, and kept on good terms with people at all levels.

It would be a pleasure to meet with you at your convenience to discuss the contributions I would make to your team. I am ready to put my energy and experience to work for you. May I hear from you soon?

Sincerely,


Timothy O'Neill

	

	
	

	
	

	
	

	
	
	

	Mrs Jane Smith

Personnel Manager

Allied Foods Limited

P.O. Box 337

Wilmslow

Cheshire, SK9 4ET

Mr Thomas Brown

11 Front Street
Brisbane 3456

Ph: (02) 456789000

12 June 2010


	
	


Dear Mrs Smith,

Ref BD/133 Quality Assurance Manager
Your advertisement for the above position has interested me very much and I would like to apply.

As you will see from my CV, I am currently working for Gepo Foods as the Senior Quality Assurance Technician. In my present position I am responsible for managing all quality assurance in Gepo Foods' Manchester factory. I have worked closely with the Production Department and have been able to identify problems before they affected production deadlines.

Over the last year I have implemented BS5750/ISO 9000 throughout our factory. This meant rewriting many of the company's procedures and in some cases creating new procedures. I successfully obtained accreditation at the first attempt within the Board's six-month timescale.

With my proven ability to manage and maintain the highest QA standards whilst also minimising costs, I feel that I would be able to make a significant contribution to your company's management team.
Yours sincerely,

Christopher Jones. 

